


Standard operating procedure template

Use this template to outline an internal process for your team and identify the problem it solves.

[Title - include a clear, descriptive title here]

Purpose

[In 1 -2 sentences, explain what this SOP is for. Example: What to include in customer quotes.]

Context

[In 1 -2 sentences explain how to use this SOP so that your team understand how it relates to the purpose and what
problem(s) it solves]

Definitions

[An optional section for more complex processes that need a glossary]

Tools and equipment

[List the tools and materials required to complete the task/job. For software, include the login information and links to any
related instructions.]

How to [insert process here]

[Use this section to outline the instructions for the process. Use a numbered list for processes that have sequential steps.]
1. Step one instructions here

2. Step two instructions here

3. Step three instructions here

4. Step four instructions here

For more information contact [insert contact details for additional information on this process].

Documentation

[Show who approved the procedure, the date it started and any changes made to the document]

Approval and revision history

[Show who approved the procedure, the date it started and any changes made to the document]

Use this template as your starting point. Add, remove, or adjust any sections to meet the requirements of your
SOP.



	[Title - include a clear, descriptive title here]: [Title - include a clear, descriptive title here]
	[In 1 -2 sentences, explain what this SOP is for: 
	 Example: What to include in customer quotes: 
	]: [In 1 -2 sentences, explain what this SOP is for. Example: What to include in customer quotes.]
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